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AliSTRACT 

The docuaent is one of five suaeary reports, all part 
of a Pre-Technical Curriculua Planning Project for secondary students 
who aspire to technical eaployaent or post secondary technical 
education. This report represents the results of an assessment of the 
northeast Florida areas technical occupations in business. A 
three-phase approach was utilized: (1) the identification of three 
broad career clusters in records systei and control, secretarial 
science r and marketing ; t2) developaent of a survey instruaent; and 
(3) a review of data collecting* The following occupations are 
analyzed according to tasks and corresponding skills/knowledges; 
coaputer librarian; control clerk; coaputer prograaaer, operator, and 
scheduler; accountant; bookkeeper; legal, aedical, and executive 
secretaries; stenographers; sales aanager; buyer; displayaan; credit 
■anagers stock aanager; salesperson; service deskperson; copyvrite; 
layout artist; hotel aanager; and store aanager. Eaployaent 
statistics and projections, conclusions and recoaaendations coaplete 
the document. (HW) 
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ialHi: relevant cjrriculun for ctudciitE 



v.iiGn the;- 'u-'o^tcd ti;..? concept ol' 



; a thrcc-proi^rom curriculum 



ror senior hii,:. schools. Tr.e t'p.rce pro^'crnms: dccidod upon 
by the "lie arc v.'crGS 

1# Vocational 

Z* OoIIquC Propcu^atory 

3. Pro-iochnical . 
The differences botv;cen this high school curriculum and 
most others Vv*ere that: 

The pre-technical -program filled the gap 
between the vocational and the professional 
level preparation. 

« 

Each of the three programs was directlj 
related to tne student's post high school 
plans. 

The traditional programs and curriculum had made available 
programs that would provide the skills and knowledge for 
pupils desiring to enter a vocation or colleee, but only a 
few technical and no pre-technical courses were offered. 

This lack of a prc-technical curriculum was not a pro- 
blem unique to Duval County Schools. Invent i^ations by 
staff members of the Di^val County ^ichool 3oard of existing 
proi^rains at the local and state l.v:vcl:. , i'ollov/ed by con- 
sultations with state and national experts in technological 
education revoalrd that no planned prcGra!n of pre-technical 
education at the secondary level oxitjted in the state or in 
the nation. Only fragments of a pre-technical curriculum, 



t;.u ivquirg:.;ciit I'cr a carefully prepared pre- 
tccr.nlc::^! curriculvj.i at tlit- secoiidary level. 

?.ducation»c I'alluru to meet the need fo. 2chnical and 
prc-tecr.r.lcal education provided the impetus for this pro- 
ject. Tht; project »£ ultimate goal ic to deveJop a pre- 
teciinical curriculum v.-hich vjould provide secondary students, 
v;ho aspire to technical employment or post secondary tech- 
nical education, with the requisite skills, knowledges, and 
attributes to respond successfully to current and anticipa- 
ted demands of local, state, and national job markets. 

Before any curriculum coUld be developed, an assess- 
ment had to be made of the kinds of technical occupations 
that presently exist in the Northeast Florida area, plus 
the associated skills, knowledges, and attributes needed for 
these occupations. This summary report presents the re- 
sults of that assessment. 

The study was liinited to the Uortheact Florida area 
and to selected acencies because of time and personnel con- 
straints. However, there is no reason why the procedures 
used in this stucy would not be applicable for a wider geo- 
£;raphic rc^-, ion. 



COl>y 




c rLiicai: t 



1. To Laeratify tiie cxiiitin^ technical occupa- 
tions and ti;e nuT.oer of prerent and antici- 
paicii ei;iployoe£ in each, 

2t To detcmine the requisite skills, know- 

led^ics, and attributes associated v.lth kuc- • 
CQi-cful participation in each occupation 
identified in (!)• 

3. To cluctcr the technical occupations* 

The scope of the study required a three-phase approach. 

Phase I was the identification of three broad career 

clusters in business. Thijse were determined to bes 

1, Hecord Systems and Control 

2, Secretarial Science 

3, KarKetine 

Special Area Advisory and Review Ccmmittees were establish- 
ed in each of the clusters. Each committee was composed of: 

1. Area specialists from Florida Junior College 
and the I;uval County i:chool Board 

2. Workin£: technicians 

3. Key representatives from the buDiner^s field 



The first function of each co.-r.itteo v;as to prepare a 
roui:;h draft survey form of tasks performed in each cluster 
area. A tentative list of skills, knov/led^es, and attri- 
butes was also identified at this time. The project staff 
was responsible for researching the literature and raaking 



in Duval County. 
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fe5.,.vavor. .vrttu- rrc; :.r;ri,; t.;o survey i.%rtru::.crit Tor each 
urea, ti.e cc:..;:;itteo rs idt'ntifieJ a-c, ciec in the ticjrth- 

oact Florida area vaach on-ploycd pcrronnul in technical po- 
sit Ur.s and then identified key individuals v.lthin thoce 
a oncies. Taese kev individuals vcre contacted by staff 
. porconr-d and a Job tafrl: survey instnunent wac completed 
for ti.rj tecnnical occupations existinc; v.ithin the cniploying 
•■i . . «t lea^t one of the follo\.*in£ methods Kas used to 
oo:r*pl<2te the i^urvoy inctrur.ont for each occupation. 

1. Completed by technicians supervisor. 

2. Completed by technician. 

3. Completed by project staff member from 
available job description information. 

r:.a^u :i con£i£ted of developing a v;ritten survey in- 
strument which was mailed to businesses not contacted in 
Phase I. This survey v;as used to supplement the information 
obtained in Phase I, and to identify the number of present 
and anticipated employees in each occupation. Businesses 
i'lentified in Phase II were detenained from the following 
sourcesj . 

1. Health Planning Council of Jacksonville 

2. Lata Processing Managenent Association 

3. The I.'ational Secretaries /ittocii^tion (Rational) 
V '.'.n/ pages of the telephone directory 

5. . . Indale-Hubbell Law I^irectory, Volume I 
0. ';.">i.^olidated City of Jacksonville Records 

erJc .7. 



v.i.urfi u:.v- .:.orc •..oiSi^ri: \.urf. rccuircd tc h^-vo Job j;cr- 
for:;.ar.ce cc.pcaci.ciwc ir. the LucinoiZf field. 

Tr.e pri;.iui7 t:-^^thcd oi* collect the r.\.:nbor of pres-ent 
and r*nticlj-ated c;:inloynee \.'us a inailt'd quoE. onnaire. This 
uuthoti v.ai; r.elocted Tcr the followinc rcasoriEJ 

1. It allov.ed wiuer covera^;© and a lar^^er nlunbe^ 
of contacts than a perconal intcrviev;, 

2. It was iQii^ expensive than a personal interview. 

3. A r..ailed questionnaire allowed the agency re- 
presentative to complete it at his leisure • 

Follow-upc (personal visit or telephone) to the ques- 
tionnaire were made to agencies that did not return the 
survey by a project staff member. 

In Phase III, members of the Special Area Advisory 
Cojauittees reviewed the data collected to date. Task forces 
composed of consultants and members of each area advisory ^ 
committee met individually and in some cases jointly to 
expand and compile the lists of tasks and skills in each 
of the three areas. Based on these lists, a final review 
and modification was made by selected conf:;ittee members. 
The results of that review are £hov:n in Chapters 1-5 of 
this report. 
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Viiiw CiiUftar i^rc-cci-.tL a Lif.jr.ary of tiie nu.-.Ufcr of entry 
level and Ljpociaii;:ed tcCi.nical occupations presently ex- 
iictiiii; in .'.ovthQuat Florida • The £,atherin-^ of data from 
v.hich ti.e lists '..'ere derived v;a£ a continuing activitjr of 
thu ctal:* and inemberE of the various advisory committees 
throu£,iiOut Phases I and XI. 

ho attempt v.-as made by the staff or committees to in- 
terpret vvhat was meant by various job titles or occupations 
in the market in£ cluster. The coionon titles currently in 

v.'ere the job titles listed in the Dictionary of Occupation- 
al, Titles. 

^u.'nber of Occupations ' 
Identified 



I. Record Systems and Control 
.t. Data Proccssini^ 
3« Accountin^^ 

II. Secretarial Science 

III. Marketing 



Area 



6 
2 

13 



CHAPTER II 

TASK ANALYSIS OF SELECTED OCCUPATIONS IN 
EUSIKESS RELATED FIELDS 

In this chapter, a task analysis for each technical 
occupation is civen. Section I is a task analysis for occu- 
pations in Record Systems and Control; Section II is a task 
analysis for occupations in Secretarial Science j and Section 
III is a task analysis for occupations in Marketing. Each 
section lists the occupation and its identifying code title* 
An (X) appearing in the column opposite the task row for a 
particular accupation indicates that that task is performed 
in the occupation* 

These task lists were compiled from information and sur- 
veys conducted in Phases I and II. The original task lists 
were developed by task forces composed of members of the va- 
rious advisory committees from job descriptions and publica- 
tions available on competencies found in business careers* 
From the original task lists, a written survey instrument v;as 
developed which could easily be comp3eted by anyone familiar 
with the occupations* As businesses were identified who em- 
ployed individuals in technical positions, they were contac- 
ted by a staff member, and at least one of the following 
methods was used to complete the survey instruments 

1, Completed by technicians supervisor, 

2* Conplcteci by technician. 

3. Completed by personnel olTictj staff. 



4, Completed by project staff member from 
available job description informntion* 

Where several people were employed w^-ii the z^tao Jc-u 
titlef an attempt was made to obtain at least three com- 
pleted surveys on that occupation. In those cases, a con- 
sensus of the individuals who completed the survey vrar 
cessary before listing that task as being performed in that 
occupation* 



* 



CHAPTER II 
TASK ANALYSIS 
RECCilD SYST©:S AND CCICTROL; (DATA PROCESSING) 

Job Occupations in Record Systems and Controls (Data 
Processing) and Identifying Code Titles (Entry level 
and specialized positions) 

Titles Codes 

Computer Librarian. • • • • ^ 

Control Clerk •••••••2 

PCAM Equipment Operator • • • • • 3 

Computer Operator •••••• ^ 

Computer Scheduler 5 

Programmer ••••• ••••6 
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HscoRD sj:stbis ai.'d control (data processing) 



r 

CODE 



JOB e:;try tasks 


1 


2 


3 


4 


5 


6 




X 


X 


X 


X 


X 


X 


Codes information to be punched into cards. 






X 


A 




X 


3. Handles cards properly* 






X 


X 




X 


/. . ts up machine for punching cards. 


X 


X 


X 


X 


X 


X 


5, Plans card layout. 












X 


6. Keypunches cards from source document. 


X 


X 


X 


X 


X 


X 


7. Verifies cards to check accuracy of key ; 


X 


X 


X 


X 


X 


X 


A rhini i PAt r»AT«HQ tn V^t**! f*'Ll*1^ nrttch Atld 

corrects cards. 


X 


A 


X 


X 


X 


X 


9. Operates sorter for alphabetic sorting;. 






X 


X 




X 


10, Operates sorter for numeric sorting. 






X 


X 




X 


11. Operates sorter to group cards. 






X 


X 






12. Operates sorter to select specific cards. 






X 








13. Operates reproducer. 






X 








14. Operates collator. 






X 








15. Operates interpreter to print punched 

data in various locations on the punched 
card. 






X 


X 






16. Operates tabulator (accounting machine). 






X 








17. Comouter system initialization. 








X 






Ic . Job oration (set up). 








X 






Goin(?'i...'r system operation. 








X 






20, On-li{*t; peripheral operation. 








X 







lEST GOPI AVAILABLE 



.vEccRD 3':3'ri:-rj a:;d cciitucl (data rnccKSsr.^G) 



CODE 





1 


2 


3 


L 


5 


•6 


21. Decoilw-ite printed outnuts. 




X 


X 


X 






22, Burst orinted output. 




X 


X 


X 






23. Bind urinted output. 




X 


X 


X 






24. A' problem for solution. 












X 


• 

25. Plan solution steps. 












X 


26. Code oroKram in assembly lanpuace. 












X 


27. Code program in RPG. 












X 
X 


« 

23. Code program in COBOL. 












29. Code program in FCRTPvAN. 












X 


TtiSt and debu^; dia^^ram. 












X 


V, Document program or system. 












X 


32. Check computer output. 




X 




X 




X 


33. Estiitate run times. 






Y 

A 




V 
A 


Y 


3U> Schedule work loads. 










X 




File computer tapes and cards. 














36. Keep perpetual inventory of tapes and 
cards. 


X 


X 


X 


X 


X 




37. Help define machine malfunction to 
customer engineer. 






X 


X 






3o, Consult prorer manuals. 




X 


X 


X 


X 
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CHAPTER II 
TA3K AHALYSIS 
RECORD SYSTEI'lS MiD CONTROL: (ACCOUNTIKG) 

Job Occupations in Record Systems and Controls (Account- 
ins) and Identifying Code Titles (Entry level and 
specialized positions) 



Title; 



Codes 



HKCCHD sy3t:^:-:g a::d coicthoi. (accovnttngI 

CODE 



JOB ENTRY TASKS 


1 


2 


!• Answer customer's questions on charge account 
billing:. 


X 


X 


2» Prepare payroll. 


X 


X 


3. Comoile and update the delinquent accounts list." 




X 


4. ,.*Lh a computer printout sheet on salesmen, 
amount of product 'sold, and cash receipts 
turned in. comoile delinauent receipts report. 


X 


X 


Compile and update list for collection asents 




X 


6. Process the request for credit information on a 
customer. 




X 
X 


7- Tvric invoices. . 




Preoare time cards of all employees. 


y 


^ 


0. File and update time cards. 




X 


10. Process worker time slips. 




X 


11. Check time cards and post information pertain^.ng 


X 


X 


12. Prepare bank deposit. 




X 


13. Verify and bank cash receipts. 




X 




X 


X 


15. Compile payroll reports and summaries. 


X 




16. Post and balance monies for internal accounts. 


X 




17, Computn ^•,alesraan*s commission. 


X 


X 


1'. Comp-:*:- accounts receivable data. 


X 








X 


20# Koconclle bank statement. 




X 



CODE 



JOB EKTRY TASKS 


1 


2 


21. CoraDile, tvpe. and rccao accounts receivable. 


X 




22. Record and post accounts payable. _j 


X 




23. Record and poi^t accounts receivable. 


X 




24. Compute and record financial report data. 


X 




25. woiiipute and distribute payroll. 


X 


X 
X 


26. Compute payroll changes. 


X 


2?. Prepare/help prepare bids and estimates of 


X 




28. Perform tasks related to electronic data 




Y 


• 

po. tJ^'^Vi'T'se petty cash funds. 


X 


X 






X 


31. Prepare journal entries relating to notes 




A 


32. Prepare .journal entry. - 


X 


X 


;33. Prepare W-2 form for new employee. 


X 


X 


3v. Collect (payroll deductions) and pay to State 


X 




36. Call customers on overdue accounts. 1 




X 


;36. Prepare form 1040 (schedule C). 


X 




37. Prepare an eight-column work sheet from data 
selected from ledger accounts. 


X 
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CHAPTER II • 
TA^jK ANALYSIS 
SECRETARIAL SCIENCE 

Job Occupations in Secretarial Science and Identifying 
Code Titles (Entry level and specialized positions) 

Titles 
Legal Secretary. • 
Medical Secretary • 
Executive Secretary 
Secretary* • • « 
Stenographer* • • 



Code: 

. * . 1 
... 2 

• • • 3 



Id- 



S £C?.F.TAHIAL SCIENCE 

CODE 



JOB e^TRY TASKS 


1 


2 


3 


k 


5 


1, Take dictation in shorthand. 


X 


X 


X 


X 


X 


• 2. Take dictation on Etcnotype machine* 


X 










3. Transcribe dictation on typewriter. 


X 


X 


X 


X 


X 


4. Transcribe from sound recordings. 


X 


t 


X 


X 


X 


vu.ripose and type routine correspondence. 


X 


X 


X 


X 


X 


6, Type business forms. 


X 


X 


X 


X 


X 


7« Compile and type seneral reports. 


X 


X 


X 


X 


X 


Type various masters and stencils and pre- 
pare multiple copies. 


X 


X 


X 


X 


X 


9. Compile and type statistical reports. 


V 


X 


X 


X 


X 


ij. Greet visitors and send to appropriate 
afficial. 


X 


X 


X 


X 


X 


11. Give information to callers. 


X 


X 


X 


X 


X 


12. Answer phone and sive information to callers. 


X 


X 


X 


X 


X 


13. Route calls to appropriate official. 


X 


X 


X 


X 


X 


14. Place outr,oinp; calls. 


X 


X 


X 


X 


X 


15. Arrange travel schedules and reservations. 


X 






X 




l6. Locate and attach appropriate file to corre- 
spondence to be answered by employer. 


^ 


X 




3^ 


X 


17. File correspondence and other records. 


X 


X 


X 


X 


X 


IS. Keep personnel records. 


X 


X 


I 


X 


X 


:u«5, Eeccir-' i^'nutes of staff meetings. 


X 




X 


X 


X 


2Z» Prep'^rc jiummons, subpoenas, complaints, 


X 











SKC?.r;TAHTAT. sctk^ice 

CODE 



JOB EICTRy TASKS 


1 


2 


3 


4 


5 


2X« rlr6par6 riilu Ii/pS yvlllS| uQSuSi COilvi/siC y 

estate papors, resolutions, probate pro- 
ceedings* 


X 










22* Kotarlae signatures. 


X 


X 

mm 


X 


X 


X 


23. Arrange conferences and meetings. 


X 


X 


X 


X 


X 


Pay bills. 


X 


X 


X 


X 


X 


2p« Xnterview ana scncciuie lor prospective 
employees. 






X 






26. Supervise clerical workers. 






X 






Z7» Keep reception rooin neat ana oraerxy. 


X 


X 


X 


X 


X 


23 • Type from straight copy at a speed commen- 
surate witn jod entry requirements. 










X 


29. Make adjustments and minor repairs on the 
typewrit c*r« , ^ 


X 


X 


X 


X 


X 


jOm prepare report lorms ana coni^rence mnuwes* 






X 


X 


X 


jX. Arrange anci Keep an accurave xog oi «ippuxiiw~ 
ments for clients and customers. 


X 


X 


X 


X 


« 

X 


32. Handle routine matters pertaining to on ice 
records. 








X 


X 


33. Choose an appropriate filing system to use 
in any p^iven situation. 


X 


X 


X 


X 


X 


34. Prepare materials for filing. 








V 
A 


Y 
A 


35. Open, sort and distribute mail. 








X 


X 


36. Record all cash transactions neatly and 
accurately. 


X 


X 


X 


X 


X 


j57. Hecjoncilo i.ioaLhly bank statements. 






X 


X 


X 


j38. Prepare and make bank deposits. 






X 


X 


X 


39. Keep legal calendar up to date. 













20- 



Sr.anETARTAL SCIKNCE 



CODE 



JOB TASKS 


1 


2 


3 


4 


$ 


40* Transcribe historie.s, physical examinations, 
consultations, diagnostic test reports, and 
operative reports for a variety of medical 
services. 




X 








41. Type documents from directions given in 
medical phraseoloEVt 




X 








l^2» Analyse medical records for deficiencies. 




X 








43, Interpret legal rdquirements of preservation 
of medical records. 




Y 








44, Prepare raw data on prepared forms for 
future handling by computerized systems. 






X 


X 


X 


45. Operate the ten-key adding machine v;ith 

speed and accuracy using the touch system. 








X 


X 


46* Perform simple to complex mathematical pro- 
blems on the serai and fully automatic rotary 
and listing calculators. 








X 


X 


U7» Use the full-key adding-listine machine. 


X 


X 


X 


X 


X 


4d. Perform various duplicating operations on 
both fluid and stencil duplicating machines 
and photo copiers. 








X 


* 

X 



MARKETING 

III, Job Occupations in r^rketing and Identifying Code 
Titles (Entry level and specialized positions) 

Titles Codes 
Sales ^lanagcr* 

Buyer ••••••••••••••2 

Receiving Manager 3 

Displayman. •••^ 

Credit Manager ••••••••••«5 

Credit Interviewer 6 
Stock Manager. ••••».*****7 

Professional Salesperson •••••••• ^ 

Service *Deskperson • 9 

Copywriter. ••«• .,10 

Layout Artist* •••••••••••II 

Hotel/Motel Manager^ • • • 12 

Store Manager •••••• 13 



ERIC 



-22- 



COD£ 



J013 E?^TRY TASKS 



n3213 



1. Enforce cood housekeeping prac- 
tiaos and care of store property 



X 



2* Verify and adjust prices accor- 
dinf?, to warehouse price lists*. 



X 



X 



3, Reorder basic stocks» 



XX 



Talk to manufacturer represent- 
ative and review their merchan- 
dise lines* 



5. Supervise department stock 

people and sales force and help 
in peak periods. 



6. Give sales force proiuct infor- 

information, and/or new policy 
and procedure information* 



XX 



7. Write initial advertising copy 
information. 



Help salesperson with any diffi 
cult sales where additional raer- 
chandise information is recuirec 



Decide when to mark down mer- 
chandise and supervise mark- 
downs • 



10# Supervise the merchandise fix- 
ture arrangements on the sales 
floor and department displays. 



X 



11, Work closely with branch or 
suburban department managers, 
providing them necessary infor- 
mation and coordinating their 
efforts. 



CODE 



JOB e:»try tasks 



1 



3 



12. Keep check of fast and slow 
r.oving items, reconunending to 
buyer their reorder, marking- 
down or transfer from one store 
to another. . 



X 



13, Keep check on the movement of 
do:^artment*s merchandise from 
..Int of receiving to getting 
it on the selling 'floor. 



X 



14. Select merchandise and write 
purchase orders. . 



15. Write merchandise order can- 
cellations. 



X 



l6, piflrp RppriAl orHprs And follow 
through* on their delivery. 



17. Supervise periodic inventories 
of stock on selling floor and 
in stockroom^ 



18. Shop competitive departments 
in the city. 



X 



19. Estimate future sales based on 
past history and current trend. 



20. Match receiving papers with 
buyer's orders. 



21, Receive incoming shipments of 
mere handise. ^ 



X X 



22. Tally invoices, bills of lading 
or delivery tickets. 



23. Deterr^lne discrepancies, losses, 

and d- ' -i f.es and write reports. 



2<r, 



Hout'j packages to proper 
depai-t>;nants. 



EC 
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Copf 



CUDS 



JC3 SI.TRY TASKS 



25, Keep a written record of all 
entering merchandise > 



26. Track dom non-delivered mer- 
chandise and make claims. 



27. Check with carriers for lost 
merchandise. 



2S. Supervise receiving clerks re- 
garding the quick forwarding of 
merchandise to proper depart- 
ment checking; and marking, areas 



29. 



30. 



Work with buyers on complaints 
of missing and damaged merchan- 
dise. 



1 



Route return-to-vendor mer- 
chandise^ 



31. Arrange displays of merchandise 
in store windows or showcases 
which will feature selling 
points # 



7 



X 



9 



icni2i3 



X 
X 



32. Receive directions via sketches 
or verball y, and i mplements < 

33. Supervise cleaning of display 
windows and fixtures. 

34. Supervise making of necessary 
display sets, backgrounds, 
and signs. 



35 
36. 



Keep informed about seasonal 
sales, coming advertisements, 
current events, or current 
fashions* 



X 




XX 
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t.'JVHKSTIKO 



CODE 



JOB EKTRY TASKS 



3 



37. Dress mannequins for displays 
and group merchandise to please 
the eye* _____ 



3fi, Design and sketch displays and 
assist in developing storewide 
themes. 



39. Help set up window displays and 
interior store trim under the 
direction of the display assis- 
tant or manager, and supervise 
helpers* 



40. Help carry equipment for setting 

up displays sucn as ladders 
and staplers. 



41. Help dismantle displays and re- 
turn merchandise to department. 



42. Store display fixtures and 
supplies. 

43. Personally interview and help 
fill out forms for persons 
applying for charge accounts. 



44. Question applicant's credit 
records. _^____ 



X 



45. Obtain information from credit 
bureaus, references and other 
stores with whom the credit 
applicant has accounts. 



X 



46. Send form letters advising in- 
dividuals whether or not their 
accounts have been accepted. 



47. Supply information to credit 
bureaus and credit bureau mem- 
bers 



Convert or transfer accounts 
from one type to another* 



X 
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CODE 



JOB EI^TRY TASKS 


1 


2 


3 4 5 


6 7 B 9 


Ik:: 


n. 








Send out bills and answer cus- 
tomor complaints on billinis;. 






X 


X 






X 


X 


50. 


Change charge addresses for 
customers. 






X 


X 






X 


X 


51. 


Call customers v/hen accounts are 
delinquent. 






X 


X 






X 


X 




RAl«inff» t.he crf*dit ioumal* 








X 






X 


X 




Approve or reflect accounts • 






X 








X 


X 


C J 


A r^v**) n (TO ravt' AM^i on nf tlnifi £Q1C 

paying accounts. 






X 








X 


X 


55. 


Send accepted credit applica- 
f--5r»nes tn rnnnpT'atin^ bank so 
that charge plates can be sent 
to customers. 






X 


X 






X 


3< 


56. 


Specialize in selling a certain 
type of merchandise or group of 
related merchandise. 








Y 










57. 


Develop a customer following 
(clientele), v/ho can be called 
and informed of new merchandise. 








Y 
A 










55. 


Is adept at suggestion selling 
and nearly always increases the 
amount of the sale. 








X 










59. 


Inform buyer of stock shortages 
and customer v/ants. 


X 




X 


X X 










60. 


Help keep counters and display 
fixtures clean and attractive 
and stock neatly arranfi^ed. 


X 


X 


X 


X 






X 


X 


61, 


Help with attractively display- 
ing merchandise in the depart- 
ment and keeping: displays fresh, 


X 


X 




XX 






X 


X 


62. 


Send out promotional mail. 


X 


X 




X 






X 


. X 



68. 



i','rk?.ti!:g 



CODE 



JCB EXTRY TA3KS 



7; 



8 



63. Call attention to nnw sale or 
marked dov;n merchandise. 



X 



13 



64. Trade up during a sale by em- 
phasizing qualities of higher 
uriced merchandise. 



65. Advise customer as to current 

fashions and styles. 



X 



X 



66, Assist customer in trying on 
and fitting r.arments. 



67. Sell by telephone. 



Call fitter or make appointment 
for fitting if alterations are 

uetsded. • 



69. Answer customer questions on 
advertise.d merchandise* 



70, Co«nmunicate clearly on complex 
product/service features. 



XX 



71. Analyze customer needs by mea- 
suroment and calculation. _ 



72. Maintain package checking ser- 
vice for customers. 



73, Make special orders for cus- 
t orAe rs • 



X 



74, Answer customer questions by 
telephone. 



X 



XX 



75. Take and relay messages to 
management . 



X X 



X 



76. Handle refunds-, exchanges, and 
cufi tomer complaints. 



77. Handle money orders* 

7g. Schedule repair service calls. 



MARKETING 



CODS 



JCB EKTRY TASKS 



79. Obtain needed art work to pro- 
duce brochures and handbills* 



^0, Establish copy theme and write 
appropriate copy for layout. 



Bl# Fit copy; figure how much copy 
will fit in the required space. 



62. Check availability of merchan- 
dise before ad runs. 



X 



83. Align similar merchandise on 
same ads^ 



84. Check price points for conform- 
ity. - - 



X 



Lcam tho points to .be stressed 
about each article. ' 



X 



36. Obtain needed customer benefits 
(selling points) of merchandise 
for proper presentation. 



87. Arrange illustrations and copy 
in proper balance. 



88. Clip tear sheets. 



89. 



90. 



Check ad to assure it conforms 
with company policy and govern- 
ment rep:ulations> 



Take stock counts as directed 
by supervisor. 



91. Keep records and compile re- 
ports. 



X 



X 



XX 



92. Schedule the working hours and 
reliefs of employees. 



93. Explain limits and terms of 
different type accounts to 
customers. 



X 



X 



r.'ARKKTIKG 



CODE 



JOB e?;try tasks 



2 



a 



94. Promote F,ood customor relations^ 



X 



X 



X 



X 



95. Help train new personnel in 
department. 



X 



96. Implement procedures for cost 
and quality control* 



X 



97. Promote store/community public 
relations. 



XX 



98. Plan for inter-store activi- 
ties. 



XX 



99. Complies with governmental reg* 
ulat ions • 



XX 



100. Maintain inventories and esta- 
blish replacement procedures 
for equipment and furnishings. 



a 



^ CHAI-TEE III 

^ TASK - SKILLS/KKCV;LE:X}E3 AIIALYSIS lli THE 
^ BUSIIiSSS FIELD 

This chapter presents the skills and/or knowledges 
for each task listed in Chapter II. The identification 
of these skills and knowledges was made utilizing the 
following resourcesj 

1. Consultants with expertise in the 
appropriate area* 

2m Area specialists from Florida Junior 
College and the Duval County School 
Board* 

3. Job description information from business 
and industry. 

4. Publications on business careers* 

A review of the skills and knowledges was made by members 
of the advisory committee before final approval. However, 
the skills and knowledges listed should not be considered 
as final. Each listing will be updated and revised as 
curriculum is developed in the second year of the project. 
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CHAPTER IV 



nui-:ber of present and anticipated employees 
ii; business occupations 



This chapter presents a breakdo\vn of the number of 
present and ai.ticipated employees for the identified tech- 



nical occupations. The data from which these tables were 
developed was a continuing process of the staff throughout 
Phases I and II. It was compiled through the use of one 
written survey by the Project Staff and the results of two 
independent surveys run previously by other organizations. 
The project survey form was forwarded to (766) seven hundred 
sixty six agencies, businesses and industrial firms in Duval 
County. The results of this survey plus the pr- ously com- 
piled results in surveys completed by the Healt Planning 
Council of Jacksonville (completed 1972) and the Florida 
Department of Commerce (completed , Oct. , 1971) t identified 
the nx;mber of individuals employed in the technical business 
occupations. 

A confidential supplementary report consolidating the 
information compiled in the project survey, not to be re- 
leased publicly, will give the names of the business firms 
and industries and their responses. This report will also 
be part of tho final project report. 




NUMBER OF PRESBST km ANTICIPATED EMPLOYEES 
BUSINESS OCCUPATIONS 



Position Identirication 



Number of 

Current 
Employees 



New Employees 
Anticipated 
12 Months 



Record Systems and Control 

1. Computer Librarian 26 

2. Control Clerk 141 

3. PCAI'l Equipment Operator 107 

4. Computer Operator 28} 

5. Computer Scheduler 31 

6. Programmer ^ 157 

7. Accountant 464 
Bm Bookkeeper 392 



5 

26 
11 

53 
6 

19 
10 

17 



1,601 



149 



o 
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NUMBER OF PRESENT AND ANTICIPATED 
BUSINESS OCCUPATIONS 



V 



Number of New Employees 
Position Identification Current Anticipated 

Employees; 12 Months 





Secretarial Science 






1. 


Legal Secretary 


189 


12 




Medical Secretary 


209 


10 


3. 


Executive Secretary 


133 


5 


4. 


Secretary 


1,171 


20 


5« 


Stenographer 


1,075 


34 



TOTAL 



2,777 



6x 
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NUMBER OF PRESENT AND ANTICIPATED EMPLOYEES 
BUSINESS OCCUPATIONS 



Position Identification 



Number of 

Current 
Employees 



New Employees 
Anticipated 
12 Months 



Marketinjg; 



1. 


Sales Manaiier 


120 


3 


2. 


Buyer 




3 




Receiving linage r 


25 


1 


4. 


Displayman 


12 


1 


5. 


Credit Manager 


232 


1 

* 


6. 


Credit Interviewer 


32 


6 


7. 


Stock Manager 


240 


2 


s. 


Professional Salesperson 


i222 


27 


9. 


Service Deskperson 


717 


22 


10. 


Copyv/riter 


22 


3 


11. 


Layout Artist 


10 






HotelAotel Manager 


99 




13. 


Store I^anager 


291 


14 



TOTAL 



3,060 



100 



ERIC 



-103- 



CHAPTER V ^^4^ 



CONCLUSIONS AND RECOMMENDATIONS 

This chapter presents the conclusions and recommenda- 
tions of the Project Staff as they relate to the Business 
Area of technical education. 

This chapter did not appear in ^.*e original summary 
report due to the fact that sufficient time was not availa- 
ble to review the findings with each of the Special Area 
Advisory Committee members. The staff also felt that feed- 
back and recommendations from the Joint Planning Committee 
and the General Advisory Committee would be beneficial in* 
formation to have before any summaries were written. 

Therefore! the comments included in this section re- 
present the opinions of individuals with expertise in the 
Business Area who have reviewed all available data. Such 
opinions should not be considered final or mutually exclu- 
sive of other judgments in that they are only presented here 
as a svunmary of the Project Staff's findings. 



CHAPTER V 




CONCLUSIOr^S AND RSCCMir.;:.. A :I0KS 



Partially because public education has failed to 
provide quality technical training or true career educa- 
tion for business and commercial occupax^ions, thtjrc 
projected long-term shortage of people prepared for sales, 
record keeping sir.d data processing, office and secretari- 
al work and related areas. Since the beginning of tho 
20th century, "business" has steadily lost status and 
appeal except for executive and top managerial positions. 
The result has been an oversupply of overeducated and 
over qualified "management scientists" and a shcrtH^v : 
ttJulu'iiual leVtel per6uiuiel»^ 

Furthennore, rather than staff with over qualified 
people, as was once the practice, business is increasingly 
searching for the appropriately trained individual. Clear- 
ly, it is the responsibility of the educational comunity 
to respond to these needs. 

The northeastern Florida area, in particular, Duval 
Couhty, is a business and comercial hub for much of the 
state. Thus, even if the responsibility did not exist for 
providing a broad base in occupational training because of 
the highly mobile nature of contemporary society, local 
requiren;entG v/ould dictate a high priority for developing 
rtilcvar;t curricula in thir arc:*. 
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Additional developments which sugg'iEt the f^rov.-Lir, 
need for pre-technical training in the "-v incs? :irea - 
briefly cited belowj 

1. Record Systems and Control 

There v.-as once wide spread fear that automatic data 
processing would replace people, llot only did this i-^ • . 
to happen, but the reverse proved the case • • • raor^* ,iobp 
rather than fev;er. Moreover, the structure of jobs which 
is emerging includes increasing menibers of technica?. 
pations* 

For example, the trend towards installation and use 
of generalized "data management systems" (e.g., GIS, MAKK 

IV) is creating a demand for technician level prw^r ■ — f 

rather than the professional level "analyst prograiruAei-" 
once required. At the same time, increasing use of source 
data automation techniques (e.g., optical scanninr;) re- 
ducing the number of dead end "menial" jobs (e.g., key 
punch operators). Thus the pressure for mid-level tech- 
nicians is being applied from both above and belov;. 

2. Office and Secretarial Positions 

The skills required for competence as a secretary are 
changing rapidly. Sophisticated office equipment (e.g., 
MAG-carc typev.-riters, electrostatic copiers) has reduced 
the load of repetitive, routine work, and Is making in- 
creasing demands on technical skills. 



--■ Trends, toward group practice, pre-paid insu^^ 
plans, plus federal and local" programs Xe»g»i medicaid) , 
are leading to a more complex office work and greater 
needs for skilled medical secretaries. In the case of le- 
gal and executive secretaries, use of computerized office 
management services, the "MTST" and other similar devel- 
lopments are making the job different and leading to the 

need for new, relevant curricula, 

3» 3l£*rketinp., and Sales 

"Consumerism" is bound to lead to more, caref ill buy- 
ing practices on the part of more people. This does not, 
however, mean less buying (and selling) ^ merely that the 
criteria for selecting purchases ara changing. This, in 

........... ^ 

turn, will mean that sales and merchandising personnel 
will have to become better informed about their products, 
more knowledgeable about their use, and in general, more 

^creative^n tiieir selling oTJaiarketing* 

In addition, advanced technology in the graphic arts 
is leading to wider use of multi-media approaches and ex- 
otic material in displays, advertising, and promoting. 
This means a need- for more. technically trained people fa- 
miliar with the latest developments in plastics, printing; 

L.._lightlni; and .so.. forth. _ _ _ 

Finally, the range of "acceptable*' taste is widening 
rapidly and Anericans are becomlr^r ^'^t^ more cosmopolitan 
aesthetically. Tnie ir, Ic^idin- to "e^ccialty" nerc;.ar.d> 
- zinc and the trcr.a tcv-^rcl tr.c cvir-cantained »'bouti':u-" . 



This, in turn, creates a need for technically equipped 
staff who make buying and marketing decisions, as well as 
handle sales, keep records, and "manage" in the convention- 
al sense. The growing interest of young people in "doing 
their own thing" is making this a viable economic concept. 



